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INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed ibriginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 
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1. Agency Addrest ' . ' FOR RECORDS MANAGEMENT USE 
:office of Sehretary of state Application Number 

8\-4\2 Georgia Real Estate Commission 
40 Pryor Street 
Atlanta, Georgia 

Fate Received . Date Completed 

eCT-1  '198T I OCT 1 5 1981 
__ -- ~- ~. ~ ~~~ ~ _ _  ~ ~ ~~ . . ~ ~~~~ ~- ~ _ - _ 

b 
~~ ~~ ~ ~~ ~ ~~ ~~~ ~ 

~~~~~~ ~~~~ ~~~ 
~ 

7. Record Series Description This f i le  contains the following documents (include form numbersand titles, ifany): 
Attach samples of the file. . ', 

Documentsrelatingto: docdmenting and maintaining claims filed as compensation for 
damages due to misconduct b y ~ a  duly licensed broker,~associati 
 broker^, -or salesperson:. 

"Recovery Fund Claim Checklist," citing status of claim and result 
of claim. 

Included are: 

Fileisarranged: numerically by case no. 

~~ 

s .. _ _ ~  - ~ ~~~~ . __ - ~ - ~- 
6. Monthly Reference Rate 

One to six months old 5 ; Seven to twelve months old '3 .-; Thirteen to twenty-four months old 7; 
1 

9. Annual Rate of Accumulation of Records 
Letter-size drawers - --; Legal-size drawers A; Shelves 

How often are records referred to which are: 

_- twenty-five - months and older ~~ _- 

; Other (specify) 

R-50-71: Rev. 76 (Ow?) 



- 
a. I s  this the official copy o 

~- -. .- 
I ,  
! _ _ . _ _ _ _ _ _ _ _  

4 t e r c t ~ c h  value?-. - ~Lp-p--~-_p p~ 

ile make it necessary to keep the entire fi le for a long period, could these 
._ 

atikncsntainedinth in~seriesl_emu~b!i&ed? .If yes,-attach CODY, __ __ ~~ ~~ ~ 

ation contained in this series ever analyzed and/or recorded in a summarized report? 
~C0PY.- .~ 

h. Is there ii duplication of this series in your office, or in another office or agency? 
If yeLwhere? 

11. Retention Requirements 4 t  The following requires the series to be kept: 

a. State Law - -  years. ~- r f .  Audit period - - ~ L  .--~-years. 
b. Statute of limitation ', I-~~~. ~ --years. e. Administrative need , -1 ----years. 
c. Federal law -years. f. Federal retention instructions ..-years. 

, ' +  . . 
. ' I 1  

.. 
Attach copy or excert of laws or regulations. Explain administrative need. 

Ga. Codes; Section 0 4 - 1 4 2 4  
r 

-, .. :1 ~. . . _  
I 

. .  
. r 

. .~ 
~ - -pp- ..~ ~.~~ .. - 7. .- ' 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: ~ : 

. .  . ,  €I Calendar Year; 0 Fiscal Year; @ Other ~ .. - .   then, 
. .~ . .  

[B Hold in the current files area month($) . 2-~-year(s); then 
0 Transfer to local holding area; hold -. ---year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 
B Transfer to State Archives for permanent retention. 
IJ@ Other (Specify) 

The- Commission is directed by law to maintain a "recovery fund" and 
supporting documentation necessary io administer thi$ fund. The Commissione 
f,eelF;..this retention is'adeq~uate to'satisfy periodic audits and to support 
the investigation and hearings files. 

, , ~ . I  ... . - -yeads); then , . ,  . I L  

~ . ~ . ~.~. - -~ . -~ ~~~ -~ ~ ~ 

i -  

~~ 

.~ 

These instructions apply to a l l  prior and future accumulations of the series. 

3ecommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
pf explanation.) 


